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@ mitie

How to register and set-up your Coupa supplier portal (CSP)

This guide will help you to register and set-up Coupa supplier portal (CSP)
Coupa is Free to use for Mitie, please don’t sign up for any subscription or payment services.
You will need the following information for this set-up.

*  Your company details, bank details & address.
* VAT/ Tax registration number (UTR number for UK sole traders)

If you need help Joining or using your CSP please check out our dedicated supplier website with lots of help and guidance, if you cannot find
the help you need, please email askprocurement@mitie.com

Note: Your company information you enter in your CSP account / Profile does not automictically update Mitie’s suppliers master records, to
update any changes i.e. addresses, email addresses, Bank details, VAT number or tell us your CIS registered please email
vendormasterdata@mite.com
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@ mitie

Action Required — Mitie Group Plc Registration Instructions

Action Required - Mitie Group Plc Registration Instructions D inbox x

Coupa Supplier Portal <do_not_reply@supplier-test.coupahost.com>
tome ~

You will have received an email which is sent to the primary

email address which Mitie hold on your supplier account.
® mitie Action Required - Mitie Group Plc Registration Instructions

Click Join Coupa Supplier Portal

Powered by Z,zCoupa

Hello TEST SUPPLIER SH

This is an invite to join the Coupa Supplier Portal which is Mitie’s chosen method to onboard suppliers. Please click the "Join Coupa
button" below to connect with us on the Coupa Network. From time to time, you will be asked to complete/update your supplier profile to
ensure you comply with the minimum standards required to do business with Mitie. If you are not the right person at your company, you
can send this request to the appropriate person by using the forward link. Mitie is implementing Coupa as their new Purchase to Pay
system and in time, you will receive purchase orders and will need to send your invoices electronically through the Coupa Supplier
Portal as well. Please note Mitie operates a No PO No Pay policy so goods and services should not be provided without a Purchase
Order number.

The Coupa Supplier Portal does not require any installation of hardware or software, and the service incurs no fee for you to pay. More
information on the Coupa supplier portal can be found on the Mitie Coupa Supplier internet page available here:
https:/mitiesuppliers.com, including FAQs and videos on how to submit your invoices when the Mitie’s business units you interact with
migrate to the new Purchase to Pay system. You will be informed of this in due course. If you have any queries on the use of Coupa,
you can contact us at procurement@mitie.com

Simon Hunt
Mitie Group Plc

Join Coupa Supplier Portal Forward Invitation

If you have not received this email, please email Askprocurement@mitie.com
confirming who the primary contact email address should be and they will
investigate.

rcoupa

Business Spend Management
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Create an Account

Once you click on Join Coupa the below screen will open
Create an account

Business name must be exactly as your legally registered company name. Mitie Group Pic is using Coupa to transact electronically
and communicate with you. We'll walk you through a
quick and easy setup of your account with Mitie Group

You will see the email address populated. (greyed out) Plc so you're ready to do business together.

* Business Name
Create your memorable password (Use at least 8 characters and TEST SUPPLIER SH
include a hum ber and a Iette r.) Your legal business name (or legal personal name if an individual)

* Email

Country/region select where your business is located

*First Name * Last Name
Any One
Tax Registration enter your Tax/ VAT code associated with the selected * Password * Confirm Password
country, start with the country prefix and no spaces e.g: * L ”
GB123456789 « FR12345678901 « DE123456789
* Country/Region * Tax Registration (;
If your organisation is exempt from tax registration in some countries/ | e
regions, please select box ‘| do not have a VAT/GST Number’.Another Hldenothave aTax(d
field will open where you must capture either a Unique Tax Reference
(UTR) registered with your local government or write N/A in the Ot accept the Privacy Policy and Terms of Use

appearing Local Tax ID field.

Already have an account? Log In

Accept the Privacy Policy and Terms of use.

Forward this to someone

Click

Note: Depending on the country/region selected the required information may differ and won’t be the same as the screen shots in this guide.
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Join an Existing Account

If you don’t get this screen, go to section next page . Lo
Join an Existing Account?

Provide any of the additional info to get better suggestions.

You may get a screen that says your company already has a
CSP Account. @ view existing accounts matching the email
domain eh——

Business Name

This may have been set up by a previous employee etc.

We recommend you click Country/Region

No, continue creating a new account
Address Line |

You can always do a Merge Request later city state Postcode

Tax ID DUNS Number

ClK  e————————————

No, continue creating a new account
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Data Privacy

Please select one of the 2 choices
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Data Privacy

Make your business information public to make it easier for customers to work with you.
@ Do not publish my business profile.

O Fublish all my business profile details




Onboarding for.... (Coupa Supplier Portal)

Update the mandatory fields *
Country/Region should default

Update the following,

e Address line |

* Address line 2

 City

» Select a state from the dropdown
* Postcode

Type of company — add if your LTD , PLC, charity etc

Click Save and Next

Note: Depending on the country/region selected the required information may
differ and won’t be the same as the screen shots in this guide.
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Onboarding for mitie-test (Coupa Supplier Portal)

Fill out required info for your Business Profile before proceeding to Coupa Supplier Portal

Account Details

Provide the main address associated with your business,

Primary Address +.

* Country/Region

[ United Kingdom

* City

United Kingdom

* Type of Company O

Inveice-From Code ()

* Address Line 1

Payment Methods

[Virtual Card | Bank Transfer | Remit-To Address)

Address Line 2

* Postcode

Board of Directors ()

Preferred Language

English (UK)

Save and Next




Onboarding for.... (Coupa Supplier Portal)- Virtual Card

Mitie do not accept Virtual card payments
Select the tick box at the bottom Do not accept Virtual
card payments from Mitie group Plc

Do not accept Virtual Card payments from Mitie Group Plc
Onboarding for mitie-test (Coupa Supplier Portal)

Fill out required info for your Business Profile before proceeding to Coupa Supplier Portal

Click Save and Next o °
Provide the main address assoeciated with your business. (Virtual Card | Bank Transfer | Remit-To Address)

Virtual Card ©

Please enter the following information to receive Virtual Card payments.

Account Nickname = @ Email Address *

O Process credit cards automatically

O Do not accept Virtual Card payments from Mitie Group Plc

Save and Next

Note: Depending on the country/region selected the required information
may differ and won’t be the same as the screen shots in this guide.
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Onboarding for.... (Coupa Supplier Portal)— Bank Transfer

Please complete the following

* Payment Method Name — Enter Bacs or Electronic

* Beneficiary Name — Name on your bank account

¢ Bank Name —Who you bank with

e Account Number —Your bank account number

¢ Confirm account Number —Your bank account number

* Sort Code — your bank sort code with no dashes or spaces

*  Only use IBAN and SWIFT for international Payments

e Click Save and Next

e You will get a Pop up to say your Payment information has been added

Note: Depending on the country/region selected the required information may
differ and won’t be the same as the screen shots in this guide.
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Account Details

Onboarding for mitie-test (Coupa Supplier Portal)

Fill out required info for your Business Profile before proceeding to Coupa Supplier Portal

Payment Methods

Provide the main address associated with your business, (Virtual Card | Bank Transfer | Remit-To Address)

Bank Transfer

Please enter the following information to receive Bank Transfer payments.

Account Nickname * G

Bacs Test

Bank Branch Country / Regien *
United Kingdom

Bank Name *
Any Bank

IBAN

SWIFT / BIC Code @

Additional Information

Remittance Email (D

Supporting Documents (7)

Beneficiary Legal Name * @

Test supplier

Bank Account Currency *

GBP
Account Number *

12345678

Sort Code * @

[ oooooq

Remit-To Code @

Drop or Browse Files

Browse

Do not accept Bank Transfer payments from Mitie Group Plc

Save and Next

@ mitie



Business profile

You will be taken to your business profile page

Its now time to check your Legal Entity and Payment Methods
as these are required to Invoice Mitie.
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#coupa supplier portal Ay~ | @ | HELP -

M nvoices  Orders (EENELCEOTINY  Service Sheets  Items  ASN  Sourcing  Forecasts  Catalogues  Setup  More..

Business Profile Profile Submissions Legal Entities Payment Methods Infarmation Requests Performance Evaluation

TEST SUPPLIER SH

<% Share Profile

Company Info 7

7

Company Name Industry About

TEST SUPPLIER SH

Tax ID Year Established Commedities

United Kingdom - GB123456789

Products and Services PO Email Website
DUNS Company Size Ownership Type
Areas Served No coverage in areas
Contacts ~
Add User Q
Name Primary Contact Email Work Number Purpose Actions
Any One Yes testsuppliersh2 @ gmail.com Accounting, Diversity, Legal, Procurement, Risk, Sales, Sourcing 7

Perpage 51151 30



Business profile — Payment Methods

Click on Business Profile and then Payment Methods

You will see the following,
*  Your banking information as Bank Transfer
* Mitie Group Plc as Shared With Customers

Mitie only pay our suppliers by Bank transfer
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,zcoupa supplier portal ANy~ | @ | HELP -
ﬁ Invoices Orders Business Profile Service Sheets ltems ASN Sourcing Forecasts Catalogues Setup More...
Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation
Payment Methods
Add Payment Method - Y Q
Payment Method Payment Method Name  Country Currency  Linked Legal Entity Shared With Customers  Payment Method Status  Actions
it Bank Transfer ~ Bacs Test United Kingdom ~ GBP TEST SUPPLIER SH  Mitie Group Plc (Active ) 7 Ei‘:_? |

Perpage 51101 20




Business profile @ mitie

Click on Business Profile and then Legal Entities zrcoupa supplier portal ANy~ | @ | HELP

ﬁ Invoices Orders Business Profile Service Sheets Items ASN Sowurcing Forecasts Catalogues Setup More...

You will see your Legal Entity populated

Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation
You will see there are 2 linked Payment methods.VWe Legal Entities
recommend just one which is Bank Account.
. Create Qv

Please follow the next steps to remove Remit-To-Address
WhICh IS CheCk OPt|on. Legal Entity Name Invoice From Address  Tax ID Linked Payment Method  Payment Information  Customers

. . TEST SUPPLI... 32 London Bridge Street, GB:GB123456783 Remit-To Address 32 London Bridge Mitie Group Flc
Hover over your company name (in Blue) and click on the London, England, SET Street, London, .
pencil 95G, United Kingdom Bank Account »:ny Bark Mitie Group Plc

R e )

Perpage 51101 20
Legal Entity Name Invoice From A

TESTSUPPLL.. 32 London Bridge

London, England
TEST SUPPLIER SH
GEEEEED oo uneaxing
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Business profile

The Edit Legal Entity pop-up opens
Go down to the bottom and untick Remit-To-Address

Remit-To Address

Please enter the address to which you receive in-person payments.

O Same as Invoice-From Address

Manage

() Paymentinformation and customer connections can be modified on the Payment Methods page. Click here to make changes.

Cancel Delete Legal Entity m

click (&3
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Edit Legal Entity X
Legal Entity Name * Country/Region *
TEST SUPPLIER SH United Kingdom -

Tax Registrations
Country/Region * VATID *
United Kingdom - GB123456789

(J 1 don't have a Tax ID Number

Additional Company Information
Type of Company * (7) Board of Directors ()

Ltd

Invoice From Address

~
Please enter the address that you invoice from or the address where you receive posted and in-person payments.
Country/Region * Address Line 1 * Address Line 2
United Kingdom - 32 Lendon Bridge Street @
City * State Pastcode *
London England - SE195G
Invaice-From Code (7) Praferred Language
English (UK) -
Ship-From Address N
Please enter the physical address that your goods are shipped from. This can be a warehouse address.
® Same asInvoice-From Address
Remit-To Address N

Please enter the address to which you receive in-person payments.

@ Same as Invoice-From Address

() Paymentinformation and customer connections can be modified on the Payment Methods page. Click here to make changes.

Cancel Delete Legal Entity m

<




@ mitie

Business profile

You will now see that you have one Linked Payment Method . L
g,zcoupa supplier portal anyv | @ | HELP -
Your Setup iS now Complete ﬁ Invoices Orders Service Sheets ltems ASN Sourcing Forecasts Catalogues Setup More...
Business Profile Profile Submissions Legal Entities Payment Methods Information Requests Performance Evaluation

Legal Entities

Create

Legal Entity Name Invoice From Address Tax ID Linked Payment Method  Payment Information  Customers

Any Bank Mitie Group Plc

TEST SUPPLI... 32 London Bridge Street, GB:GB123456789 Bank Account
s ETg

London, England, SE1
395G, United Kingdom

Perpage 51101 20
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New Bank Account added Email @ mitie

New Bank Account - Any Bank: - 5678 in United Kingdom o nbox x

Coupa Supplier Portal <do_not_reply@supplier-test.coupahost.com>
tome +

You will have received an email to advise of new
bank account added to your CSP account.

zcoupa
New Bank Account - Any Bank: - 5678 in United Kingdom

Any One recently added the new Bank Account information below to your Coupa account to
be used for payments. If correct, you can ignore this message. If something looks suspicious,
please take appropriate actions immediately.

Bank Name: Any Bank

Account Number: Ending in 5678

Bank Country: United Kingdom

£r:coupa

Business Spend Management
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Invoices and Orders Tabs — Coupa 30-day Free Trial @ mitie

gxcoupa supplier portal ANTHONY NOTIFICATIONS @@ = HELP

Invoices and Orders —VWhen you click on
ﬁ Orders Business Profile Setup Service Sheets ASN Sourcing Forecasts Catalogs Community More...

Invoices or orders for the first time you may
see this Page

Invoices Lines Payment Receipts Advanced

Go To “Select Customer” change it to Mitie
Group PLC to see your Invoices screen for
Mitie

Invoices Select customer Al (Offered by Advanced) v

“View All Customers” Is exclusively offered through the £+ Advanced Subscription @ Q Y

Remember: Coupa with Mitie it is free to
use, you don’t need to sign up to any
subscription services with Coupa to work
with Mitie.

You currently don't have Coupa Advanced.

Sign-up for your 30 day trial today!

Start Free Trial

Or Purchase Coupa Advanced
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Our Dedicated Supplier Website

How to manage / setup your CSP

Mitie has a dedicated supplier website Mitie Suppliers
You will find lots of How to Guides.

Each section in this document will have reference to How to Guides

B How to Guides

Click Bl LXELM to expand T
How to register and setup your CSP
How to setup your legal entity.
tor Auther ion
te your details on the CSP
How to manage user or merge requests in your CSP
How to update Notification setti
How to manage your preferred lar

& New Suppliers

& Existing Suppliers

& Managing your company information with Mitie

Source to Contract (S2C)

Participate in eAuctions
and eAuc

Introduction to the Coupa Supplier Portal (CSP)

Depending on the volume and frequency of transactions there are multiple ways you can invoice via Coupa, you can either choose:

What is the CSP?

1. The Coupa Supplier Portal
. 2. Supplier Actionable Notifications (please refer to the how-to-guide below)
he CS e t
Drovide you with full v v of t Before you invoice Mitie, please ensure that you have read the Tax guides that are listed in the menu below for your country.
the service incurs no fee for you to pay. #Please note that the above guides are changed frequently, so please make sure that you download the most up-to-date version*
You must have a Legal entity set up in your CSP to invoice Mitie Group PLC
How do | login to the portal? Who can | contact for support?
How to Guides
Click on the image below to login to the CSP. Please email askmitieprocurement@mitie.com for any support

using the CSP, our friendly team

ppy to help guide you
« Bookmark the link/add it to your favourites tab through the process.
« The email address used to login should be the same as the

primary contact held on Mitie's Vendor Master You can also find help and information on the Coupa website,
» If you already use Coupa with other customers, please please click here to visit,

provide an email address for your current CSP administrator.

" Before you Invoice Mitie, you must have a
S Legal entity setup and read our Taxes and
CIS Guidance

Gibraltar VAT Guide
Belgium VAT Guide
Fr:

togin & .

ntity

How to manage Disputed Invoices
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